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The  Commonwealth  of  Massachusetts 

Office  of  the  Secretary  of  State 
Michael  Joseph  Connolly,  Secretary 

MASSACHUSETTS  ARCHIVES  AT  COLUMBIA  POINT 
Records  Conservation  Board 


MEMBERS 

STATE  LIBRARIAN 
ATTORNEY  GENERAL 
COMPTROLLER 

COMMISSIONER  OF  ADMINISTRATION 
SUPERVISOR  OF  PUBLIC  RECORDS 
STATE  ARCHIVIST  OR  DESIGNEES 


Date: 

To: 

From: 

Re: 


March  16,  1993 


Pi 


Gove r nmen t  O f f icia Is '-'i?,0() ' ' " '^>-  - 
rds  Conscrvalion  Board       '    V  Co 


State 
Records 
0     Disposal  of  Public  Records 


'I"he  Records  Conservation  Board  (RCB)  is  pleased  to  announce  implementation  of  a  new  statewide  disposal 
schedule  for  state  agency  records,  DS92/92.  This  Disposal  Schedule  establishes  management  practices  for 
records  common  to  most  agencies,  and  sets  forth  the  periods  of  time  agencies  must  maintain  records  prior  to 
destruction  or  transfer  to  the  state  archives.  DS92/92  has  been  approved  for  immediate  use  by  any  state 
government  ofllciai  to  manage  administrative  records,  correspondence,  electronic  mail,  and  similar  records. 

The  RCB  is  mandated  by  MGL  c.  30,  s.  42  to  authorize  the  destruction  or  transfer  of  all  records  of  the 
executive  branch.  No  records  may  be  destroyed  without  its  approval.  The  board  administers  disposal  of 
records  through  amendment  and  approval  of  Disposal  Schedules.  Schedules  for  agency-specific  records  (as 
distinct  from  records  held  commonly  by  most  agencies)  are  submitted  by  agencies  and  act  as  management 
plans  for  recorded  information.  On  its  schedule,  the  agency  describes  the  records  its  creates  and  their  period 
of  usefulness,  designating  on  this  basis  the  interval  after  which  records  may  be  considered  for  destruction  or 
transfer. 

After  the  RCB  has  approved  a  schedule  for  agency-specific  records,  the  agency  subsequently  requests 
permission  to  dispose  of  increments  of  records  consistent  with  the  terms  of  the  appUcable  disposal  schedule. 
TTiis  two-step  process  creates  an  audit  trail  of  records  actions  which  protects  the  agency  and  enables  it  to 
respond  to  questions  from  the  public,  media,  or  lawmakers.  If  you  are  not  familiar  with  the  schedules 
approved  for  your  agency  or  your  agency's  schedules  are  more  than  ten  years  old,  please  contact  the  RCB 
Administrator  at  727-2816  for  more  information. 

The  board  provides  information  and  trainingon  its  procedures  and  works  with  the  Records  Management  Unit 
of  the  state  archives  to  assist  agencies  to  improve  their  information  management  practices.  The  board  will 
distribute  informational  materials  and  hold  a  brief  introductory  training  on  March  30,  9:30  A.M.,  at  One 
Ashburton  Place,  Room  1710.  You  and  interested  members  of  your  staff  are  cordially  invited. 


220  Morrisscy  Blvd.,  Boston,  MA  02125    (617)  727-4062 


Digitized  by  the  Internet  Archive 

in  2014 


https://archive.org/details/disposalscheduleOOmass 


RECORDS  CONSERVATION  BOARD 


APPROVED:  11-4-92 


DISPOSAL  SCHEDULE  92/92;   RECORDS- IN-COMMON 


General  Statement: 

This  schedule  has  been  created  to  govern  the  disposition  of  records 
series  commonly  held  by  state  government  entities.  If  records  listed 
in  this  schedule  are  a  part  of  a  subject  or  case  file,  or  other  series 
which  documents  activities  different  from  those  covered  by  the 
schedules,  they  should  be  treated  in  the  same  manner  as  the  files  of 
which  they  are  a  part. 

Apply  this  schedule  with  caution.  Even  transitory  records  such  as 
transmittal  notes,  routing  slips,  phone  messages,  drafts  and  working 
copies  may  acquire  further  value  because  they  clarify  the  matter  being 
documented,  because  they  are  a  part  of  an  investigative  or  case  file, 
or  because  of  the  importance  of  the  subject  matter. 

The  dispositions  "After  use"  and  "When  superseded"  can  be  implemented 
automatically,  and  do  not  require  the  permission  of  the  Records 
Conservation  Board.  All  other  destruction  or  transfer  of  records 
requires  their  written  authorization. 

Records  that  are  the  subject  of  pending  or  current  litigation  or  of  a 
public  records  request  are  not  eligible  for  disposition  until  the 
matter  has  been  resolved. 


About  electronic  mail  and  other  electronic  records: 

As  data  created  or  received  by  public  officials,  electronic  mail 
messages,  word  processing  documents,  data  base  files,  and  other 
electronic  records  are  public  records.  See  G.  L.  c.  4,  s.  7  (26) 
(1990  ed. )  As  with  any  public  record,  electronic  records  are  subject 
to  access  by  the  public,  limited  only  by  statutory  restriction.  See 
G.   L.   c.   4,   s.   7   (26)  (a)-(m) 

Disposal  schedules  apply  to  information,  not  media,  so  any  schedule 
can  be  applied  to  information  on  paper,  in  electronic  format,  or  on 
microfilm.  When  information  contained  in  electronic  records  is  no 
longer  useful,  it  should  be  promptly  destroyed  under  the  terms  of  an 
appropriate  disposal  schedule;  if  electronic  records  are  printed  out 
to  paper,  microfilm,  or  other  eye-readable  format,  the  electronic 
record  may  be  subject  to  immediate  destruction,  and  the  disposal 
schedule  should  then  be  applied  to  the  printout.  This  general 
schedule  includes  many  types  of  records  that  may  be  created  in 
electronic  format. 


According  to  SPR  Bulletin  5-92  ("Electronic  Mail,"  January  21,  1992), 
any  electronic  mail  message  needed  for  longer  than  three  months,  any 
information  on  which  the  receiver  will  take  official  action,  and  any 
case-specific,  policy,  or  programmatic  information,  must  be  printed 
out  or  exported  to  word  processing.  Printouts  and  word  processing 
documents  must  be  managed  in  accordance  with  office  policy,  and  may 
only  be  discarded  under  the  provisions  of  an  applicable  disposal 
schedule . 


About  financial  records: 

Records  created  as  input  or  output  of  the  Massachusetts  Manangement 
Accounting  and  Reporting  System  (MMARS),  including  attachments,  are 
governed  by  Disposal  Schedule  58/87  as  most  recently  revised.  This 
schedule  recognizes  two  principal  copies  of  records,  the 
"Comptroller's  copy"  and  the  "Departmental  copy."  It  is  the  policy  of 
the  Records  Conservation  Board  that  all  other  copies  held  by  the 
creating  department,  its  subordinate  units,  or  its  executive  office 
are  nonrecord  and  may  be  destroyed  without  first  obtaining  the  board's 
permission. 

This  schedule  contains  some  entries  for  non-MMARS  financial  records 
commonly  created  by  state  entities. 
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RECORDS  CONSERVATION  BOARD  APPROVED:  11-4-92 

DISPOSAL  SCHEDULE  92/92:   RECORDS- IN-COMMON 

 SERIES  TITLE  DESCRIPTION  RETENTION/DISPOSITION 


1. 


2. 


3. 


4. 
5. 

6. 

7. 
8. 


9. 


Administrative 
bulletins: 


AF-5: 


AF-8A: 


AF-29: 
AF-Gl: 

AF-G2: 

Announcements, 
Annual  reports: 


issued  by  the  Executive  Office 
of  Administration  and  Finance, 
held  outside  Administration  and 
Finance 

Travel  outside  the  commonwealth 


Reproduction  equipment  request 


Data  processing  procurement 

Notification  of  intent  to  apply 
for  a  federal  grant 

Notification  of  intent  to  apply 
for  a  federal  grant  (positions 
that  will  be  paid  or  claimed) 

internal : 

unpublished  narrative  or 
statistical  reports,  held  by 
the  reporting  agency 


Annual  reports:       published  reports 


When 

superseded 


1  yr  after 
audit 

Upon 

disposition  of 
equipment  and 
after  audit 

7  yrs 

3  yrs 
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Assignment  memos,  internal: 


3  yrs 


After  use 

After  use 
then 

transfer 
to 

archives 

Transfer 
eight 
copies  to 
State 
Library 

After  use 


11. 


Attorney 
General 's 
opinions: 


original  correspondence 
created  after  1891  held 
outside  the  Attorney 
General's  Office 


Permanent 
in  office 
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12.  Attorney 
General ' s 

opinions:  original  correspondence 

held  outside  the  Attorney 
General's  office  for  years 
prior  to  1892 

13.  Audio  tapes:  recordings  of  meetings  made 

exclusively  for  note-taking 
or  transcription 


14.        Audio  tapes:  recordings  of  press  conferences, 

speeches,  presentations  or 
ceremonies,  where  a  written 
copy  of  the  speech,  presentation, 
etc.  exists 


15.        Audio  or 

video  tapes:  recordings  of  press 

conferences,  speeches 
presentations,  ceremonies, 
etc . 


16.  Audit  reports:        copies  of  reports  and 

performance  evaluations,  held 
outside  the  Auditor's  office. 

17.  Bank  Deposit 
Slips: 

18.  Bank  Statements: 

19.  Bank  Reconciliations: 

20.  Blank  forms: 

21.  Budget  materials: 

22.  Cancelled  checks: 


Transfer 
to 

archives 


After 
approval 
of  minutes 
or  trans- 
scription 

After  use 


After  use, 
then 

transfer 
to 

archives 
for 

selective 
retention 

1  yr  after 
receipt 


1  yr  after 
audit 

1  yr  after 
audit 

1  yr  after 
audit 

When 

superseded 
3  yrs 

1  yr  after 
audit 
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23. 


Check  stubs: 


1  yr  after 
audit 


24. 


Check  Registers 


1  yr  after 
audit 


25. 


Clippings: 


26.         Complaint  files 


27.         Conference  and 
training 
materials : 


excerpts  from  periodicals, 
collected  and  retained  for 
reference  purposes 

submitted  to  agencies  by  the 
public 


materials  from  other 
agencies,  private 
institutions,  or  professional 
associations 


After  use  and 
review  by 
State  Library 

3  yrs 


After  use 


28.        Conference  and 
training 

materials:  developed  by  the  holding  2  yrs 

agency  after 

creation 
and 

archival 
review 


29.  Correspondence, 

administrative:       records  which  relate  to 

the  function  of  the  agency 
such  as  records  created  in  the 
process  of  administering  program 
activities  on  a  daily  basis; 
weekly,  monthly,  and  annual 
statistical  or  narrative  reports; 
program  plans,  goals  and  objectives; 
studies  regarding  departmental  or 
office  operations;  and  records 
related  to  significant  events  in 
which  the  department  or  office  has 
participated. 


4  yrs  and 
archival 
review 
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30.  Correspondence, 
office 

management:  records  which  relate  to  2  yrs 

internal  housekeeping 
activities  of  an  office 
rather  than  the  functions 
for  which  the  office  exists, 
including  organization,  staffing, 
procedures,  communications, 
expenditures,  personnel  training, 
travel,  office  services,  equipment, 
space  or  utilities. 
[This  does  not  include  organizational  charts,  mission  statements, 
reorganization  studies,  and  graphic  representations  of  same;  see 
Organizational  files:   item  52.] 


31. 


Correspondence , 
policy: 


records  which  relate  to  the 
development  and  interpretation 
of  policy,  programs,  regulations 
or  legislation  from  any  source; 
records  which  are  an  individual's 
final  recommendations  on  a 
proposed  policy;  correspondence  to 
and  from  advocacy  groups  regarding 
policy  and  program  development 


4  yrs  then 

transfer 

to 

archives 


32. 


Correspondence , 
routine : 


transmittal  letters,  requests 
for  information  or  appointments, 
thank  you  notes  and  invitations 


3  months 


33. 


Correspondence , 
unrelated  to 
government 
business : 


advertisements,  circulars, 
general  mailings,  nuisance 
mail,   and  other  correspondence 
not  related  to  government 
business 


After  use 


34.         Drafts:  drafts  in  paper,  audio.  After  use 

or  machine  readable  record 
form,  which  are  used  solely 
as  a  basis  for  a  final 
product,   rather  than 
for  circulation  and  not 
including  records  which  are  an 
individual's  final  recommendations 
on  a  proposed  action  or  policy. 
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35.        Duplicates;  identical  copies  of  the  same  After  use 

document  maintained  in  the  Scime 
file;  information  copies  on  which 
no  action  is  recorded  or  taken; 
suspense  or  tickler  copies 


36.  Duplicates, 

administrative:       copies  of  requisitions,  travel  1  year 

expense  statements  or  similar 
financial  papers  which  are 
duplicated  in  fiscal  office  files 


37.         Executive  orders:  copies  held  outside  the 

governor's  office  or  the 
division  of  rules  and 
regulations 


After  use 


38.        Fax  cover  sheets:  copies  of  sheets  sent  by 

agency 


After  use 


39.  Fax  activity 

journal:  record  of  facsimiles  sent  After  use 

including  number  of  pages, 
to  whom  sent,  etc. 

40.  General  inquiries 

intra-agency :  requests  for  information  After  use 

such  as  the  location  of 
records  removed  from  the 
central  file  or  library,  etc. 


41.         Hearings  files:       transcripts  and  notes  of  2  yrs  then 

proceedings  and  testimony  transfer 
given  at  public  hearings  to  archives 

for 

selective 
retention 


42 


43 


Informational 
circulars : 


Inventory 
records : 


issued  by  the  Executive  Office 
of  Administration  and  Finance,  or 
the  Department  of  Purchasing  and 
General  Services,   held  outside 
the  originating  departments 


records  of  state  property  held 
by  creating  agency 


After  use 


When 

superseded 
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44.  Legislative 

review  files: 


45.        Mailing  lists 


46. 


47 


Manuals: 


Meeting  files: 


copies  of  bill  drafts,  agency- 
questionnaires,  comments  by 
staff,  public  hearing  records, 
testimony,  correspondence. 

lists  of  individuals  and 
organizations 

manuals  and  other  directives 
maintained  outside  the  office 
responsible  for  maintaining  them, 
such  as  state  and  federal  rules 
and  regulations,  guidelines, 
legislation 

minutes  of  meetings,  agenda, 
meeting  materials,  notices  of 
meetings  of  governmental  bodies 
where  the  holder  is  not  the  office 
of  record 


3  yrs  then 

transfer 

to 

archives 

After 
use 

After  use 


After  use 


48.         Meeting  files, 
record  copy: 


minutes  of  meetings,  agenda, 
meeting  materials,  where  the 
holder  is  the  office  of  record 


After  use 
then 

transfer 
to 

archives 


49.        Meeting  notices, 
public  meetings: 


50.         Meeting  notices, 
meetings  not 
subject  to 
the  open  meeting 
law: 


notices  held  outside  the 
Executive  Office  of  Administra- 
tion and  Finance  and  the  Division 
of  Rules  and  Regulations 


After  use 


After  use 


5i.        Office  floor 
plans : 


plans  showing  placement 

of  desks,  office  equipment, 

and  partitions 


When 

superseded 
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52. 


53. 


54. 


55. 


Organizational 
files : 


Phone  logs: 


Phone  logs: 


Phone  messages 


organizational  charts, 
mission  or  function 
statements,  directives 
to  staff  regarding 
responsibilities , 
the  record  copy  of 
office-wide  telephone 
lists 

records  kept  for  public 
employees  who  are  included 
on  the  State  Ethics  Commission 
designated  policy-makers  list 

records  kept  for  all  other 
public  employees 

which  are  not  a  part  of  a 
case  file;  includes  e-mail, 
voice  mail,  and  paper  messages 


After  use 
then 

transfer 
to 

archives 


18  months 


6  months 


After  use 


56.         Phone  number 
directories: 


57.  Policy  and 
procedures 
manuals: 


card  indexes  (such  as  "Rolodex 
files")  and  other  records 
which  are  unpublished 


to  document  official 
policies  and  procedures 


When 

superseded 


5  years 
after 

superseded 
and 

archival 
review 


58 


Press  releases: 


record  copy  of  statements 
to  or  transcripts  of  press 
conference 


Transfer 
to 

archives 
for 

selective 
retention 


59.         Printed  material, 
created  by 
the  agency: 


brochures, 
publications,  etc. 


Transfer 
eight 
copies  to 
State 
Library 
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Printed  material, 
all  other 
materials : 


Professional 
organization 
records: 


Reference 
materials : 


Regulation 
review 
files : 


mailers, flyers,  After  use 

catalogs,  notices  of  events, 
advertisements,  publications  of 
other  agencies,   form  letters,  etc. 


records  which  document  a  public        2  yrs 
employee's  membership  in  a 
professional  organization  in  his  or 
her  capacity  as  a  public  employee, 
such  as  correspondence,  project 
files,  and  publications 


copies  of  reports,   studies.  After  use 

periodicals,  books,  clippings, 
brochures,  catalogs,  price  lists, 
publications,  and  other  materials 
which  are  retained  for  reference 
and  are  not  a  part  of  official  files 


copies  of  regulations  in 
various  stages,  drafts, 
comments  by  staff,  public 
hearing  records,  memoranda, 
and  correspondence 


3  yrs  then 

transfer 

to 

archives 
for 

selective 
retention 


Requests  to  MIS 
for  services, 
internal : 

Routing  slips: 


transmittal  notes  used  to 
direct  materials  to 
recipients,  if  not  a  part 
of  a  file 


After  use 
After  use 


Schedules  of 

daily  activities:  calendars,  appointment  books, 

schedules,   logs,  diaries  and 
other  records  documenting 
meetings,  appointments, 
trips,  visits,  and  other 
activities  of  public  employees, 
kept  by  Constititutional 
Officers. 


6  yrs  and 

archival 

review 
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67 

68 
69 


Schedules  of 

daily  activities:  such  records  kept  by  all  other 

public  employees 

Scheduling  memos,  internal: 

Speeches:  speeches  given  by  public 

officials,     agency  heads 
executives  of  boards 
and  commissions  regarding  agency 
mission  or  relevant  issues 


After  use 


After  use 

After  use 
then 

transfer 
to  archives 
for 

selective 
retention 


70 


Stenographic 
records : 


where  the  information  has  been 
transcribed 


After 
trans- 
cription 


71 


Working  papers 
and  notes: 


materials  which  are  not 
maintained  in  official  files 
and  are  not  intended  for 
preservation  or  communication 


After  use 
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